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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: E48
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Gary Bardini
	SUPERVISOR'S CLASS: CEA
	personnel analyst: JCM
	personnel date: 04/23/2012
	PERCENT OF TIME: 














30%









25%


	activity: POSITION SUMMARY:
Under the direction of the Integrated Water Management (IWM) Deputy Director and in coordination with the other assistants to the IWM Deputy Director, provide advice and consultation on a variety of complex and sensitive executive level matters.

ESSENTIAL FUNCTIONS:
This position requires that the incumbent work cooperatively with others, maintain regular, consistent, predictable attendance, and exercise good judgment.  

This position requires: thorough knowledge of Departmental programs, policies, and procedures including fiscal and personnel; excellent communications skills including the ability to write well and edit the work of others and give oral presentations to large varieties of audiences; work effectively with Department staff at all organizational levels; and work effectively with representatives from other organizations and the general public.  The specific essential duties are:

Lead the design and improvement of management and administration processes and tools, in coordination with the other IWM and Department programs, including the Project Services Office, FloodSAFE Program Management Office, Bond Accountability Program, Financial Assistance IR Committee, and other administrative support services in order to (1): facilitate consistency in fund and budget management activities for IWM and bond funded programs, (2) provide for bond expenditure accountability, (3) develop recommendations for prioritization of IWM program activities based on future work load and financing needs and availability, and (4) review and revise Budget Change Proposals and Program Component Statements for consistency with IWM strategic plans.

Develop and implement program coordination and tracking processes in coordination with the Project Services Office and IWM programs to improve the efficiency of IWM program implementation, by (1) aligning program schedules and deliverables in coordination with program 
	classification: Supervising Engineer, WR
	appointee: 
	dwr position number: 50001143
	sap personnel no: 
	sap position number: 0100-3258-XXX
	division: Executive/DD IWM
	mcr: 1
	percent 2: 





20%







15%








10%
	activity2: managers, (2)  identifying subject matter experts and areas of expertise within IWM and other Department programs to facilitate resources by assisting programs to develop internal 
work agreements, (3) scheduling and prepping program managers to provide program briefings for the IWM Division Chiefs, and (4) briefing other Department programs and committees on key deliverables and services provided by IWM programs.

Organizing succession planning and training plans for IWM managers and staff in coordination with the Training Office, Project Services Office, and FloodSAFE Program Management Office and IWM program managers in order to improve program delivery by: (1) reviewing IWM program workplans, support contracts and project external dependencies, (2) making recommendations to IWM program managers on existing Department resources and processes that will facilitate IWM program needs, and (3) identifying future training needs for IWM managers and staff based on long-term IWM strategic plan.

Participate in various state, federal, and local meetings related to integrated water management.  This may require driving a vehicle on public roadways.  Ensure coordination prior to and after these by working with appropriate Department subject matter experts from different career disciplines to address issues related to multi-benefit water management objectives and state investment and participation in state, regional, and local level water management activities.  Report on developments from these meetings to the Deputy Director and other Department staff as necessary, and facilitate communication among various committees.  Act for the Deputy Director as necessary.

Review correspondence for the Deputy Director for political sensitivity, responsiveness, clarity, accuracy, and quality.  Write and edit both written and graphical communication material including letters, memoranda, charters, reports, and presentations in cooperation with other Department staff.

OTHER RESPONSIBILITIES
This position also provides necessary support to the Division of Flood Management, Safety of Dams, Operations and Maintenance, Engineering and/or the Office of Water Education during Governor-declared emergencies, flood, dam, SWP and other incidents and emergencies.  This position may serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency response functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS
Possession of a valid California driver's license.  Travel on short notice to field locations will be required and overnight lodging will be required on some trips.

FINANCIAL DISCLOSURE 
This position is listed in the Department's Conflict of Interest Code and requires financial disclosure. 

	supervisor name: Gary Bardini
	employee name: 


